
  
 

 

  

 

  

  

 

 

 

 

 

 

 

 

  

 

  

 

 

 

  

 

   

 

 
 

 

 

  

 

  

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-417-10-001 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 3/25/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

Item 9, Budget Formulation Files, and item 10, Budget Submissions, are active only for records 

concerning 2016 and earlier agency budget submissions. 

Other active Items are: 

3, 4, 6-8, 12-20, 23, 25-27, 30-32, 33A2, 34, 35B. 35C, 40-47 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

DAA-GRS-2015-0006-0001 supresedes items 9 and 10 for records concerning agency 2017 budget 

submissions and forward only.  

DAA-GRS-2015-0006-0002 supresedes item 11. 

The following Items were not appoved: 

1, 2, 5, 21, 22, 24, 28, 29, 33A1, 33B, 35A, 36-39, 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



.> 

:,. ' 

JOB NUMBER
REQUEST FOR RECORDS DISPOSITION AUTHORITY N ;-t-/I 7-:Io-/ 
To NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
FROM (Agency or establishment) 

NOTIFICATION TO AGENCY Department of Commerce 

2 MAJOR SUBDIVISION 
I T I · t" & I f t· In accordance with the prov,s,ons of 44 U S C 3303a, theN t. a 1ona e ecommumca ions n orma ion d1spos1t1on request, including amendments, IS approved 

Administration (NTIA) except for ,terns that may be marked "d1spos1t1on not 
1---3--M-IN_O_R_S_U-BD_I_V_IS-IO_N______,____,______________ approved" or "withdrawn" in column 10 

5 TELEPHONE NUMBER DATE4 NAME OF PERSON WITH WHOM TO CONFER 
202-482-0517Daniel J. Rooney 

6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pertaming to the d1spos1t1on of its records and that the 
records proposed for disposal on the attached __ page(s) are not needed now for the business for this agency or will not be 
needed after the retent10n periods specified, and that written concurrence from the General Accounting Office, under the 
prov1s10ns of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

~ Is not reqmred 0 1s attached, or D has been requested 

TITLE 

DOC RECORDS OFFICER 

9 GRS OR 10 ACTION TAKEN 
SUPERSEDED JOB (NARA USE ONLY) 

CITATION 

SEE ATTACHED 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 

115-109 
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This Records Schedule updates the National Telecommumcat1ons and Information 
Admmistration's (NTIA) Records Schedule issued m January of 1981 under the National 
Archives and Records Admmistration's (NARA) disposition authority NCI-417-79-1, items 1-
96, and 175-382. Add1t1onal organ1zat10nal mformation can be obtained from NTIA's website at 
www ntla doc gov 

ASSISTANT SECRETARY FOR COMMUNICATIONS AND INFORMATION 

Office of the Assistant Secretary and Deputy Assistant Secretary 

.i.=,,,,,,,,..~~,J......:c.-..!....!===-"--===~P..c..:ro=r=am=-'S::::.;u=.:b:::.a·_:,::_ec,::_,t:....,F"""'i=le-Th1s file reflects the Assistant 
Secretary s "bility m the development, implementation, and executive d1rection ofNTIA 
programs and operations ~-=- "ontams record copies of documentation relating to such 
activities Arranged alphabetically by su ~ 

Permanent. Start a new file every 2 years Brmg forward active as needed. Gwttul~J by 
Transfer to WNRC when 5 years old. Transfer to the National Archives when NCI~ '1n~1't-l,
old !t'U\'\ I 

o 2 Corres ondence Files- Copies of all mcoming and outgomg correspondence, 
memoranda an o re ared for or signed by the Assistant Secretary or Deputy Assistant 
Secretary, and maintamed m date orner--..-Ae:se files also include copies of mcommg and 

Temporary. Cut off files annually Destroy when 10 years old 

outgomg controlled correspondence received and trac e e artment's Executive 
Secretanat Files kept m chronological order Go11UA1t.D bf 

NCI #411~ l'l--li 
1:t£M3 

[NEW item] 3 Schedule Books and Calendars- Calendars, appointment books and schedules 
documentmg meetmgs, appomtments, tnps, visits and other activities 

Temporary. Destroy 5 years after close of official's tenure m office. 

[NEW item] 4. Invitations- Routine invitations to attend, participate, and/or speak at meetmgs, 
conferences, seminars, social gathermgs, and similar events 

a) Accepted mv1tations 
Temporary: Destroy when 3 years old 

b) Rejected mvitations 
Temporary: Destroy when 1 year old 

Office of Legislative Affairs 

ondence File- Contams mcoming and outgomg 
correspondence with Congress10nal officials or State Governors, arrange 
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name of Committeeo::~::s:w:e:1:1:a:s~d~o~c~um=e~n:ta~t:•o:n:r:e;la~t:in~g~t~o;v;a:r:io:u:s~C:o:ng:r:e:s:s•:o:n:a~l~C:o:m~m:itt:e:e:,~a~rr:anged by 

Temporary. Dispose of when 6 years old. Cov£lhl£D by 
NCI· 4n -i"i-1, 

Office of Public Affairs tlim SL./ 

[old item 58 & 59] 6 Press Releases and Speeches Files- Kept electromcally on pubhc agency 
website. Official paper copies of press releases are kept by Department of Commerce's Office of 
Pubhc Affaus Official paper copies of speeches are kept by the ongmatmg office and those 
records are retained accordmg to the relevant d1spos1t1on 

Temporary Delete when no longer needed for dissemination 

[NEW item] 7. Agency Website- Fluid repository for agency information and publications 
Website serves mformatlon that changes frequently. Updates include revision, removal, and 
addition of information on an as needed basis. Documents posted on the website are retamed 
according to the relevant record senes by the origmatmg office. 

a) Web content: 
1 Pages contaming copies of agency issuances 
Temporary. Destroy when superseded, obsolete, or no longer needed for the conduct of 
agency busmess 

n Website archive--Monthly snapshot of web content 
Temporary. Destroy/delete when 2 yrs old. 

in. All other pages 
Temporary. Destroy when 1 yr old of when related web content records are destroyed, 
whichever 1s later 

b) Web management and operations records 
Temporary. Destroy when 2 yrs old or when related web content records are destroyed, 
whichever 1s later 

c) Web design records 
Temporary. Destroy/delete when 5 years old 

Office of Policy Coordination and Management 

The Office of Policy Coordmation and Management (OPCM) provides analysis and assistance 
for NTIA's Admimstrator toward developmg or 1mprovmg the management systems of the 
office It also assists and advises the Admm1strator on admm1strative management and support 
funct10ns OPCM is compnsed of the Budget Division and the Management Div1s1on OPCM's 
records are mostly covered by NARA's General Record Schedules (GRS) or under the Records 

Page 2 of 13 
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Common to Mulllple NT/A Offices section of this document. 

Budget Division 

[NEW item] 8. Budget Office Correspondence File- Correspondence, reports, studies, analyses, 
response to audits, and other records which document budget policy and procedures, reflect 
policy decision that relate to the budget, and document dec1s1ons affectmg program expenditures 
FIies kept chronologically 

Temporary. Break files annually Destroy when no longer needed or when 7 years old, 
whichever is earlier. 

[old item 35] 9. Budget Formulat10n Files- Subject files contaming rulmg, leg1slahon, directives, 
agreements, contracts, and other authontative papers pertainmg to the formulation and 
presentation of the budget Arranged alphabetically. 

Temporary. Destroy when no longer needed or when 5 years old, whichever 1s sooner 

[old item 37] 10. Budget Subm1ss1ons- Copies of budget submissions prepared or consolidated at 
NTIA containmg appropnation language sheets, narrative statements, and related budget 
schedules. Copies maintamed by fiscal year. 

Temporary. Break files at the end of each fiscal year and transfer to the WNRC when 3 
years old. Dispose when l Oyears old. 

[NEW item] 11 Execution Files- FIies supportmg execution of budget such as apportionments, 
financial statements, agreements, outlays, financial status, budget execution, and personnel 
benefits Files mamtained by fiscal year 

Temporary. Destroy 7 years after fiscal year covered by budget. 

[NEW item] 12. Financial Statements- Files contammg back-up documentation for financial 
statements prepared by the National Institute of Standards and Technology (NIST) and copies of 
management report letters to the Department of Commerce (DOC) These files are mamtamed 
for reference purpose only. NIST develops and mamtams record copies 

Temporary. Destroy when 7 yrs old 

[NEW item] 13 Interagency Agreements- Files contammg Memorandums ofUnderstandmg, 
Reimbursable Agreements and related documents between NTIA and other Federal agencies, and 
other public and pnvate agencies. Files maintamed by fiscal year. 

Temporary. Close files at the end of the fiscal year m which agreement expires and 
transfer to WNRC. Destroy 5 years after closure. 
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RECORDS COMMON TO MULTIPLE NTIA OFFICES 

Any records hsted below which are described elsewhere m the NTIA schedule under a particular 
orgamzatlonal umt or under a specific Program Records Schedule, the disposition and retention 
period provided there shall prevail 

[NEW item] 14. Program Subject Files- Letters, memoranda, reports, bnefing matenals, talkmg 
pomts, workmg papers, and other correspondence mamtamed by NTIA Offices, Office Dtrectors, 
and md1vidual staff members that reflect their functions and activities m support ofNTIA and 
Departmental programs Arranged by subJect. 

Temporary. Move active files forward Break files annually and transfer to the WNRC 
when 5 years old. Destroy when 7 years old or when no longer needed, whichever is later. 

[NEW item] 15 Correspondence Files- Contams mcommg and outgomg correspondence, 
reports, and related documents prepared in support of office's activities and responsibilities 
These files also include copies of mcommg and outgoing controlled correspondence received and 
tracked by the Department's Executive Secretanat Files kept m chronological order. 

Temporary. Cut-off annually Destroy when 5 years old or when no longer needed, 
whichever is earlier 

fold item 379 ] 16 Chronological Files- Contains extra copies of documents prepared or signed 
m the office kept for convenient reference and maintained m date order. 

Temporary. Dispose when 3 years old. 

fold item 54F] 17. Publications- NTIA publications formally coordmated, prepared, and prmted 
by the Government Printmg Office (GPO), pnvate contractors, or the agency itself mcludmg but 
not limited to annual reports to Congress and the Secretary of Commerce, special project studies 
and reports that are conducted by NTIA or under contract to NTIA, Journals, techmcal reviews, 
and other scientific and techmcal publications prepared by NTIA 

a) Official Record copy (mamtamed by ongmating office) 
Permanent. Cut off files annually and transfer to the WNRC when 5 years Transfer to 
the National Archives when 10 years old. 

b) All other copies of publications mamtained by all NTIA operating umts and divis10ns for 
convemence or reference 
Temporary. Destroy when no longer needed for current agency business 
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NTIA_Records_Schedule_SFI 15 DRAFT 092909 

[NEW item] 18 Speeches and Testlmomes of NTIA High-level Officials-

a) Agendas speeches and notes, and testimomes ofNTIA officials (1 e.: Associate 
Admmistrators, Deputy Associate Admm1strators, Directors, Special Assistants, and 
Political Appointees) 
Permanent. Cut off files annually Retire to WNRC 4 years after cutoff. Transfer to the 
National Archives 10 years after cutoff. 

b) Workmg papers; canceled/unaccepted speaking invitations 
Temporary. Destroy when 1 year old 

[NEW item] 19. Schedule Books and Calendars- Calendars, appointment books and schedules 
documentmg meetings, appomtments, tnps, visits and other activities ofNTIA's high-level 
official other than the Assistant Secretary and Deputy Assistant Secretary (1.e : Associate 
Administrators, Deputy Associate Adm1mstrators, Directors, Special Assistants, Political 
Appointees) 

Temporary. Destroy 3 years after close of official's tenure in office. 

[NEW item] 20 Staff Working Papers and Reference Files- Records associated with ongomg 
projects, tasks, and work assignments of the staff. The records may include documentation that 
are collected and used by NTIA staff to develop reports, publications, bnefing papers, talkmg 
points, correspondence, and other products, as well as information that is compiled m response to 
special assignments 

Temporary Destroy when no longer needed . 

.L-=>li;.;:::....::==-=c....:......:.-'-==--=--=-..;;....:..::==:::....=-=-=-=-=-::..1--C=la=s=-=si=fi=-=e=d=--=D=-=-oc=u=m=en=t=s- Documents withheld from any 
unau rized mspection because they contain information that must be protected to maintain the 
nationals rity. These documents are filed m locked safes separate from open papers, if there 
are any that re to the same function or matter 

a) Documents secun lassified by the Department 
1 Copy maintame office with onginal classification authonty 

Temporary. Dispose m acco nee with retention penod prescribed for the open file in 
which 1t would have been filed 1f 1 d not been classified. 

1i. Information and supportmg action co · s in all other offices or umts. 
Temporary. Shred when the transaction 1s close , when the need to know has been 
satisfied, whichever is the case. 

b) Documents classified by and received from other government age es 
1. Documents on which the Department took sigmficant substant1 ction(s) 

Temporary. Dispose m accordance with the retention period prescribed for n file, 
descnbed herein, with which they would have been filed 1f 1t had not been class1 1 
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Documents on which the Department took significant substantive action, but 
un e ent with sponsonng agency. 

Temporary. Return class1tm~Laierial to sponsoring agency 

iii. Information Copies 
Temporary. Shred when no longer needed. G,o\J£.P.N E.{) By

NC 1- ..,,, ... 1~--,J 
OFFICE OF CHIEF COUNSEL lt~.3·77 

22. Le al Pro ram Sub ect File- Documentation maintained for the Office covering 
letters, m andum, opm10ns, reports, administrative filings and other matenals related to legal 
aspects of the te .. ,...,,~, ..unicatlon program. Included are such subjects as· d1g1tal telev1s1on 
trans1t1on, Federal Comm tlons Comm1ss10n (FCC) and spectrum related filmgs, Internet 
Corporation for Assigned Names umbers (ICANN), legislation, planmng, program, 
pnvacy, Public Safety Interoperable Comm at1ons program, speeches, and Warn Act. This 
file provides the basic documentation for NTIA po · atters mvolvmg legal mterpretat1ons and 
activities Arranged alphabetically by subject 

Permanent. Break file every year Brmg forward active materials as Transfer to ~ 
G,o\lO.NlO lJ\jthe WNRC 3 years later Transfer to the National Archives when 20 years ol 
tJCt-'/'17 -:"liJj 
-i:~ 1'-1 ' 

[NEW item] 23. Trackmg Records- Consists of logs or tracking records that document the status 
of cases or assignments, m paper and/or electromc format 

Temporary: Destroy when 3 years old 

EW item 24. Freedom oflnformation Act FOIA - Files created to requests for mformation 
unde FOIA, consisting of the origmal request, a copy of the reply thereto, and all related 
supporting mcludmg a copy of the official file copy ofrequested record or copy thereof, and 
FOIA appeal flies 1s mcludes copies of the documentat10n which are the subject of the 
request. [Covered under S 14 but d1spos1t1on partly revised] 

a) Request not appealed. 
Temporary: Destroy 6 years afte f reply This mcludes released and withheld 
documents 

b) Request appealed 
Temporary: For documents withheld from disclosure, destr years after final 
determmation by agency, 6 years after the time at which a requeste uld file smt, or 3 
years after final adjudication by the courts, whichever is later. For releas ocuments, 
destroy 6 years after the time m which a requester could file smt or after final 
adjudication by the courts, whichever is later 
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[NEW item] 25 Litigation Case FIies- Pleadings and correspondence regarding all htigation to 
which NTIA 1s a party 

Temporary: Destroy 4 years after litigation is resolved. 

[NEW item] 26. Agreements and Memoranda of Understanding- Copies of interagency 
agreements and memoranda of understanding maintained for reference purposes Onginal copy 
maintained in NTIA' s Budget D1vis1on 

Temporary: Destroy after program obhgattons end. 

OFFICE OF POLICY ANALYSIS AND DEVELOPMENT 

The Office of Policy Analysis and Development 1s headed by an Associate Administrator and 
supports NTIA's role as principal adviser to the President, Vice President, and Secretary of 
Commerce on telecommunications and information policies. 

Office records are covered under the Records Common to Multiple NT/A Offices section of this 
document or NARA's General Record Schedules. 

OFFICE OF INTERNATIONAL AFFAIRS 

The Office of International Affairs is headed by an Associate Admimstrator and provides the 
NTIA Administrator with broad overview and advice on internat10nal telecommumcat1ons and 
information affairs. 

Most office records are covered under the Records Common to Multiple NT/A Offices section of 
this document or NARA's General Record Schedules. 

[old item 26] 27. Intemat10nal Committees or Organizations FIies- Contain records pertaining to 
NTIA relations with and part1cipatton in meetings, conferences, symposia, or special proJects 
with international orgamzat1ons and group, summit meetings, special international task forces, 
and international or regional bodies such as the International Telecommumcation Union (ITU), 
Organisation for Economic Co-operation and Development (OECD), Inter-American 
Telecommumcat1on Commission (CITEL), Internet Corporation for Assigned Names and 
Numbers (ICANN), and s1milar groups 

Temporary. Transfer to WNRC when 5 years old Dispose of when 7 years old. 

NOTE. The following section updates NTIA's Records Schedule section titled Office of 
Telecommumcatton Applications, items 54-74. NTIA's Office of Telecommumcation 
Apphcat1ons was renamed the Office of Telecommumcations and Information Applications 
effective December 2, 1993 (DOC DOO 25-7 Amendment 1). 
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OFFICE OF TELECOMMUNICATIONS AND INFORMATION APPLICATIONS 

Office of the Associate Administrator 

hcations Pro am Sub ect Files- Reflect the various programs under the 
purview oftlie o_.__._.,.,""".....,....,,ntained by the Associate Admimstrator Included m these files are 
both general correspondence type nd records reflectmg vanous projects camed out 
under the programs 

to,o.NEDbyTemporary. Dispose of when superseded or when 5 years old, whichever is so NC.I .. 1111-71-1, 
1:~ "'~ item 66 29. Committee FIies- Consist of documentat10n pertaining to vanous mteragency 

comm1 subcommittees, working groups, and the hke, upon which the Associate 
Admm1strator ogram Officers serve as representative ofNTIA, or may serve as Chairperson 
Arranged by Comm1tte Subgroup and by meetings thereunder 

a) ed committees or for which NTIA serves as 
secretanat 
Permanent Retire when committee 1s termma 
Transfer to National Archives when 20 years old 

b) All Other Committee Records 
Temporary. Destroy when 3 years old or when no longer needed for referen 

Records of Various Federal Assistance Programs 

[NEW item] 30. Grant Case Files- Consist of pending, deferred, active, and completed case files 
mvolvmg apphcatlons received from pubhc broadcastmg and other ehg1ble telecommunicat10n 
faciht1es for federal grants to assist in the estabhshment or operation of a fac1hty. 

Temporary. Retire cases when no longer needed for current business. Dispose 3 years 
after final payment has been made or federal mterest has expired, whichever 1s later 

[NEW item] 31. Program Admmistration FIies- Contain correspondence and/or subject files 
reflectmg the policies and procedures involved m admimstering the grant program. Files are 
arranged by subJect and may mcluded titles such as. momtoring file, construction reports, and 
financial reports 

Temporary. Destroy when 3 years old. 

[NEW item] 32 Conferences/Workshops/Pubhc Meetings FIies- Consist of documentation 
pertainmg to events relatmg to grant program Arranged chronologically 

Temporary. Destroy when 3 years old or when no longer needed for reference. 
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Electronic records 

[NEW item] 33 Grant Track.mg Database- Databases contammg informat10n on grants Contams 
grant amounts, grant numbers, proposal numbers, project officer name, and grant recipient 
Databases are used as a grant admimstrat10n management tool and are not used to m1trnte 
payments or revocations 

, 

applications or r s includmg grants gov .,._:Eu:t:D~o~c~u;m~e~n~ts~S~ta~ff;in~piu~tfd:at:a:d~1~re~c~tl~y~i~n~to~d~a~t~ab~a~s~e;fi;ro~m~h;ar~d~co:p~y~gr~an=t-="-
i Hard copy applications (;n '11.Mrtd by

Temporary. Destroy one year after data have been entered mto database an G/l.S ~ fh,;.,,
01 

11 Database Entnes Database records mamtained w1thm the database on an onlme 7- l"t 
system and regularly backed up to digital media 

Temporary. Delete 3 years after last grant payment made or federal interest expues, 
wluchever is later 

Convenience and reference reports. Periodic and on demand reports prmted to 
paper or d1g1tal me rn c s summaries, and analyses of the data and used 
for convemence, reference, or distribution Cov/!p.J-J£d1 bf 
Temporary. Destroy when no longer needed G~J ~O,"lk.M G, 

[NEW item] 34 Program Website- Flmd repository of program mformation Web site serves 
mformat10n that changes frequently Updates mclude revision, removal, and add1t10n of 
mformat1on on an as needed basis Documents posted on the website are retained accordmg to 
the relevant record senes by the origmatmg program office 

Temporary. Delete when mformatlon is no longer useful or relevant 

[New item] 35. Grant Application Momtonng and Processing System (GRAMPS) 

A web-based system used to momtor, track, process and adm1mster grants and applications The 
system provides a backend solut10n for the Public Telecommumcatlons Facilities Program to 
receive and track application data to assist with award dec1s1ons, and 1t allows recipients to 
submit performance reports and amendments to the program Grant records are usually active for 
up to three years and moved to an archive file when grant's 10 year federal interest penod 
expues 

-=,--..U,1.1.!u:!.!t~s Grant recipients that mclude public telecommumcat10ns ent1t1es and nonprofits 
mput data i s stem; program staff mput data dtrectly mto system, upon 
verificat10n of data, system a u loads apphcat1on data from other sources, 
mcludmg grants gov and electromc forms database,tllffl-~~!! 

Hard copy applications. 
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-'f~_mpot ary. De~troy aoe ~ear after data have been entered into database and venfied C,ooJfR_Nt'd, ht 
===~o:ru:c~a:p:p:h:ca~t~10~n~s~:~;;fu;;y;;;;;;:~oii:iu'aii11iam-t=a-nlftQ._=G,A.szc, J:HMz.t,4) l 

Temporary.: Delete/destroy 15 years after final payment on gran a C::,ot1£NJ't.c by
Gl).szo,r-h-M '?;. 

b) Master File: The system mamtams grant apphcat10n and award data submitted by {..i/)(b) 
apphcat10n and recipients The system also mamtams program analysis, comments, and 
approvals pertammg to submissions mputted by staff. System is backed-up regularly 

Temporary. Delete/destroy 15 years after final payment on grant has been made 

c) Outputs· Reports and electromc messages that can occur on a daily basis Data is 
currently not transferred to other systems 

Temporary. Delete/destroy when no longer needed for current busmess 

Public Telecommunications Facilities Program 

tern 69 36. Pubhc Telecommunications Facilities Grant Case Files- Consist of pendmg, 
deferred, acnui--,.._nn completed case files mvolving applications received from public 
broadcastmg and other ehgi ,.,__~!-t:.!.;!-=mmumcation facilities for federal grants to assist m the 
establishment or operation of a facility T e mterest m the facility, by law remams 10 
years after final payment of the approved grant. 

Temporary. Retire cases after completion of the Federal mterest m the facility. r._,,+=PG6vUUJtJ ht 
to WNRC 2 years later Dispose of 15 years after final payment has been made. iNt1-::_i·~-1 

0 37 Public Telecommunications Facilities Pro ram Sub ect Files- Consist of 
documentation oT~_,,., ..._ ase file nature reflectmg the policies and procedures mvolved m 
admimstermg the public teleco=-,,-...~. ions facilities program grants concernmg NTIA and 
predecessor agencies 

Temporary. Break file every 5 years Brmg forward active matenals as nec~a.....ts:,etire 5 Go.Jz.11,#Jt:J bj 
years later and transfer to WNRC Dispose of when 25 years old ~C.l-"'fl7-1i-l1 

z,u.M,b 
tern 73 38. Processm Books- Contam summary forms reflecting each proposed 

apphcatlon d for Federal grants and copies of pertment applicable procedures and policies 
governmg processmg sue The records are mamtained in 3-rmg bmders which are 
arranged m date order, one bmder per ve-a~..u.d serve as an excellent summary of the grant 
program operations for the year. 

Permanent. Retire when no longer needed for current business for trans 
Transfer to the National Archives 20 years thereafter 
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NOTE The followmg section updates NTIA's Records Schedule section titled Institute for 
Telecommumcations Sciences (ITS), items 175-376. Additional orgamzational information can 
be obtamed from ITS's website at www its bldrdoc.gov. 

INSTITUTE FOR TELECOMMUNICATION SCIENCES 

The Institute for Telecommumcat10n Sciences (ITS) 1s the research and engmeering laboratory of 
the National Telecommunications and Information Administrat10n (NTIA) ITS supports such 
NTIA telecommunications obJecttves as promotion of advanced telecommumcations and 
mformation mfrastructure development in the United States, enhancement of domestic 
competitiveness, improvement of foreign trade opportunities for U.S telecommumcations firms, 
and fac1htat10n of more efficient and effective use of the radio spectrum. 

ITS also serves as a prmcipal Federal resource for solving the telecommumcatlons concerns of 
other Federal agencies, state and local Governments, pnvate corporations and associations, and 
international organ1zat10ns. Cooperative research agreements based upon the Federal Technology 
Transfer Act of 1986 are the prmc1pal means of aiding the private sector. 

ITS 1s organized into four Divisions managed by a Director's Office, each with a separate 
speciahzation area The divisions are: Telecommumcations and Information Technology 
Planmng Division; Telecommumcations Engmeering, Analysis, and Modeling Division; 
Telecommunications Theory D1v1s10n; and, the Spectrum and Propagation Measurements 
Division Records are maintamed accordmg to a decentrahzed file plan and kept by each 
div1s1on. 

Office of the Director 

12!~~~~:...::cJ....:l..2.~~~~o'.!.!n~d~en~c~e~/M~e::.!!m~o~r~an~da- Consist of miscellaneous correspondence and 
memoranda ge the operation of ITS Contams mission related records covermg pohcy 

Temporary. Dispose 3 years after the close of the fiscal year of the Pf,0 \:I"-,/'ff' reIV) IN •I 

and procedure, and adm1mstra I s covering housekeepmg functions These records are 
both electromc and on paper 

r- cv'l}...JJE-d ltS A 
1 1r f,,A.hltfef.ol-, i\JC. l--'Jt1-1'}jif(,fl'I 

[NEW item] 40 ITS History- Records consist of the agency history of ITS ancfi'4previous l, -,~ 
mcarnat1ons. This mcludes agency descnpt1ons, photographs, h1stonc documents, brochures or 
books These records are pnmanly paper and photographic. They also include some books and 
articles on the agency and its history. 

Permanent. Cut-off annually Transfer to FRC in 5-year blocks Transfer to National 
Archives 25 years from cutoff 
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[NEW item] 41. Cooperative Research and Development Agreements {CRADAs)- Agreements 
between ITS and another entity for detailmg jomt research on a specific topic. Unsuccessful 
CRADAs are not retained 

a) Electronic/paper records The basic records detailing the Jomt research proJect are 
electronic and they are stored m the ITS web portal The signed copies of the authorizmg 
paperwork are physical and they are stored m the files of the ITS Executive Officer 

Temporary. Delete/Destroy 10 years after agreement expires 

[NEW item] 42 Patent Records- Consist of patent filings, both domestic and foreign and 
licensmg agreements The basic records detailmg the patent are electronic. The signed copies of 
the authorizing paperwork are physical 

a) Prelimmary licensing files 
b) Licensed patent records 

Temporary. Destroy when 10 years old 

c) Domestic patents 
i Successful patent files 
Temporary. Destroy when 25 years old 

i1. Abandoned patent files 
iii Invention disclosure files 
Temporary. Destroy when 10 years old 

d) Foreign Patents 
i Successful patent files 
Temporary. Destroy when 25 years old 

ii. Abandoned patent files 
Temporary. Destroy when 10 years old 

[NEW item] 43. Memorandum ofUnderstandmg {MOU)/License Agreements- Consist of 
memoranda and hcense agreements between ITS and other entities, mcludmg both the private 
sector and other government agencies. The basic records detailing the MOU/license are 
electronic. The signed copies of the authorizing paperwork are physical 

Temporary. Destroy when 10 years old. 

[NEW item] 44. Non-Disclosure Records- Consist of memoranda and license agreements 
between ITS and other entities to "not disclose" mformation or technology that they are mvolved 
with The basic records and signed copies of the authorizmg paperwork are physical. 
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Temporary. Destroy 5 years after last date of service. 

[NEW item] 45 Permanent Publications- Consist of permanent copies of all ITS research reports 
and studies issued publicly. These documents are pnmanly electromc, but a number of very old 
ones exist only as paper records The paper documents are bemg scanned and converted to 
electromc documents as time permits. Currently there are approximately 200 reports datmg from 
1984 to the present. 

Permanent. TrttHsfeF ene copy of eacl1-repm:t--OF-p1:1bhcat1on to }-rational Arek1Yes at the 
end of eaeh ealenclaF yeaf, 1nelucl1Hg fiHeliHg i:tiels or tHelcxcs, ifl 1:tecoreltmcc Vt"tthNARA f 
tnmsfef SttlftaaFcls tn effect at tirae oftFansfer u,0 ,J A,:.rr..01.h\l .,.f-t'ki.SS<;h£d'1lh :f.M 'fljtft/t

/.J CO/v\fl~fz .5tf c!f:--tkL ~ ,~<:-r,urJfC, p4b/,, <.-.efrc-/1,Jwd 
· · · C\cc i.dttt£cl "t't> d"'t£. -/() #IJlA. C141( cFF- A J •

Records Common to ITS D1vISions -,,t>Aum ~~" """' C./l..~ArcJ dtt uNV£/t-"r-L-t/EIEc1ttAA• <., 
, " t.J lir-c;.,.... 11 S:UJ I -~J, u ·- · .. /

PuA1-, CA1'1"·" ( fc, NIIP..A l'.V""-Y. -5"vc~RS R7 7'1ff1.. 71\(, ,,,, +:.. L,tl -
Most records created and maintamed by ITS Divisions are covered by item1 listed under the fA.NJ:5~ l}-1 -rnt:--
Director' s Office, NTIA's Records Schedule, or NARA's General Records S_s::hedule (ftlfJ O f-rl,L-- CllkN,IA,<.. 

'Jf./tf'I., '1/lArJSt:/i:-/J.S. ""· II /:JS 111 }f&Cc,1\1)4'4'(:;~ w.-i" NAP-A 
"f!Vi"'~Ft !-.. /?l)J..l'-,.'-l , 11 tlf~~-t 1-1t-+1..2- +; ME of 1'{/1-M.J.Jr/fA.. . 

[old item #206] 46. Pro1ect Plans- Contam approved project final reports, studies and relafecl t \ 
documents This file is pcrmnnc,,tly kept m electronic format Files are arranged by fiscal year A.J ,,_,.1 f 

. ~,\•NTA1t\i£Q ~~~'.,,,and project number 
ftJ 

Temporary. Move to an mactive file when no longer needed for current business. 
Destroy 10 years thereafter 

[NEW item] 47 Work Orders- Work order or eqmvalent that onginates in techmcal umts 
requestmg services performed by another technical division These records are also used by all 
divisions requestmg service from a support division 

Temporary. Destroy 3 years after completion of work or service requested 
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NTIA Records Schedule (NARA's Authority NC1-417-79-1) Cross-Reference (old vs new schedule) 

tern Title 
Office of Assistant Secretary and Deputy Assistant 
Secretary 
Assistant Secretarv Proaram File 
Adm1rnstrat1ve Sub1ect File 
::;orresoondence File 
Schedule Books and Calendar 
nvItatIons 

Dffice of Deoutv Assistant Secretary 
=>roaram Sub1ect File of the Deo Asst Sec 
Admm1strat1ve SubIect File 
Chonoloa1cal File 

Chief Scientist 

Office of Plannina and Policv Coordination 

Office of Conaressional and Public Affairs 
Conoress1onal & Public Information Files 
NTIA Publications File 
::;onaresss1onal Corresoondence File 
=>ress Releases and Soeeches File 
B1ooraoh1es 
Adm Files 
NTIA website 

Office of Administration (now Office of Policy 
Coordination and ManaaementJ 
3udaet Office Corresoondence File 
3udaet Analvst section (Now--Budaet D1v1s1on) 
3udaet Formulation Files 
Ooeratmo Budoet Paoers 
Budoet Subm1ss1ons 
=>rehm1narv Printouts 
::xecut1on Files 
-manc1al Statements 
nteraoencv Aoreements 

"1anaaement Analvs1s section (Now-Manaaement D1v1s1on) 
Adm1rnstrat1ve Manaoement Sub1ect File 
AdmIrnstratIve Management Subject File 
~eoorts and Manaaement Transactions 
Personnel Files 
Secuntv Sub1ect File 
AdmmIstratIve Office Services SubIect File 
Procurement Loa. Purchase Order and Related Paoers 
Pnntma Loa. Reau1s1tions and Related Paoers 
-ravel and Token Loa 

Current 
Number 

1 
2 
3 

n/a 
n/a 

4 
5 
6 

7-9 

10-13 

55 
56 
57 

58-59 
60 

61-63 
n/a 

n/a 

35 
36 
37 
38 
n/a 
n/a 
n/a 

31 
32-34 

39 
40-44 

45 
46 
47 
48 
49 

New 
Number 

1 

2 
3 
4 

5 
6 

7 

8 

9 

10 

11 
12 
13 

Chanae 

Name revised 
Revised 

Covered m GRS 23 1 
Revised 

NEW item 
NEW item 

Deleted 
Deleted 

Covered m GRS 23 1 
Covered In GRS 23 1 

Deleted 

Deleted 

Name Revised 
Deleted 
Deleted 

Revised 
Deleted 

Covered m GRS 23 1 
NEW item 

Office name chanoed 
NEW item 

Name chanaed 
Revised 
Deleted 

Revised d1soos1t1on 
Covered m GRS 

NEW item 
NEW item 
NEW item 

Name Revised 
Deleted 
Deleted 

Covered m GRS 23 1 
Covered in GRS 1 

Covered in GRS 18 
Covered in GRS 23 
Covered in GRS 3 

Covered m GRS 13 3 
Covered in GRS 9 

Travel Folders 50 Covered m GRS 9 3 
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tern Title 
merest Fund Cashiers Pacers 
nterd1v1s1onal & GSA Work Orders 

Contract Files 

!Techmcal Librarv 

Records Common to Mult1ole NTIA Offices 
Proaram SubIect File 
Corresoondence File 
Chronoloa1cal File 
Publications 
C,neeches & Testimonies of NTIA H1ah-level Officials 
Schedule Books & Calendars 
Staff Workma Pacers & Reference Files 
\Jat1onal Securitv Classified Documents 

Office of Chief Counsel 
_eaal Proaram SubIect Files 
Attornev's Workma Files 
Adm1rnstrat1ve Sub1ect File 
8hronoloa1cal File 
Ifrack1na Records 
~reedom of lnforma1ton Act <FOIA) 

ItIaatIon Case Files 
Aareements and Memoranda of Understand1na 

Office of International Affairs 
ntl Proaram Sub1ect Files 
Adm Files 
State Deot Cablearams 

8OMSAT Files 

MARSAT Files 
ntl Committees or Oraarnzat1on Files 

Contract Files 

Office of Telecommunications Annltcations 
li\oohcat1ons oroaram sub1ect files 
~1deo tape oroarams 
Committee Files 
~dm Files 

Common Records of Var,ous Grant Proarams 
k3rant Case File 
Droaram Adm1rnstratIon File 
Conference/Workshoo/Pubhc Meetmas File 

1£/ectromc Records 
k3rant Trackma Database 
Program Website 

Current 
Number 

51-52 
53 
54 

54A-54F 

n/a 

379 
54F 
n/a 
n/a 
n/a 
377 

14 
15 
16 
17 
n/a 
n/a 
n/a 
n/a 

18 
19-20 
21-23 

24 

25 
26 

27-30 

64 
65 
66 

67-68 

n/a 
n/a 
n/a 
n/a 

n/a 
n/a 
n/a 

New 
Number 

14 
15 
16 
17 
18 
19 
20 
21 

22 

23 
24 
25 
26 

27 

28 

29 

30 
31 
32 

33 
34 

Chanae 
Deleted 

Covered m GRS 11 
Covered In GRS 3 3 

Deleted 

New Section 
NEW item 
NEW item 

Revised 
NEW item 
NEW item 
NEW item 

Deleted 
Covered m GRS 23 1 
Covered m GRS 23 1 

NEW item 
NEW item and d1soos1t1on 

NEW item 
NEW item 

Deleted 
Covered m GRS 23 1 

Deleted 

Deleted, old d1spos1t1on 
remains 

Deleted, old d1spos1t1on 
remains 
Revised 
Deleted 

Name Revised 

Deleted 

Covered m GRS 23 1 

NEW entrv 
NEW item 
NEW item 
NEW item 

NEW entrv 
NEW item 
NEW item 

2 
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tern Title 
Grant Anohcat1on Morntonna & Process1na Svstem 

PTFP 
Grant Case Files 
Sub1ect Files 
~dm Files 
Processma books 
Workmo files of spec1ahsts 

Office of Policv Analvsis & Develooment 
Prooram sub1ect files 
Mm Files 
Boulder Office Records 

'Office of Federal Systems & Spectrum Management 
'Now Office of Soectrum Manaaement-OSMJ 

'nst,tute for Telecommumcations Sciences f/TSJ 
Director's Office 
Correspondence/Memoranda 
TS H1storv 
CRADAs 
Patent Records 
MOU/License Aoreements 
Non-disclosure Aoreements 
Permanent Pubhcat1ons 

Vanous 
Records Common to ITS D1v1s10ns 
=>ro1ect Case Folders 
Nork Orders 

Vanous titles 

ALL UNITS 
National Secuntv Classified Documents Control Loa 
)1rect1ves 
3horthand Notebooks D1ctat1on Tapes Belts or Discs 

Page 3 I 

Current New 
Number Number Chanae 

n/a 35 NEW item 

69 36 
70 37 Revised 

71-72 Covered m GRS 23 1 
73 38 
74 Deleted 

75-81 Deleted 
82-83 Covered m GRS 23 1 
84-96 Deleted 

Separate SF115 submitted to 
97-174 NARA on 8/18/09 

175 39 Revised 
n/a 40 NEW item 
n/a 41 NEW item 
n/a 42 NEW item 
n/a 43 NEW item 
n/a 44 NEW item 
176 45 Revised 

Deleted Covered under GRS 
177-205 or obsolete 

New section 
206 46 Revised 
n/a 47 NEW item 

Deleted Covered under GRS 
207-376 or obsolete 

Deleted 
378-380 Covered under GRS 18 

381 Covered m GRS 16 1 
382 Deleted 

3 




